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OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECOADS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management DIVISIOI‘I 330 Capito! Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section,

FOR AGENCY USE 1. Agency Address , : FOR RECORDS MANAGEMENT USE

Applicstion Dete - | Department of Education .. .° Appiication Number
' Division of Post-Secondary Vocational- 74-2.5- Q

Technical and Adult Programs = Bete Corei
Comprehensive Employment & Training Act Unite rceived ate { "'épmdz
Room 333,12 M1tche11 St., Atlanta,Ga.30334 JUL 14 1976 | UL 29 1978

Application Number

—

2. Person to Contact . Working Title Telephone Numbar
Troy Elder : State Supervisor, CETA Programs 656-2547 ;

3. Action Requested T
8. [0 Estabusn Retention Schadule; record will continue to accumulate,
b Cl Dispose of present accumuiatlon no further accurnutatlon antlmpated

4, Dates of Serias 5 “Records Smu Tntin (followed by title used in office; if d:fferent)
Earliest - Latest
1962 1 1972 Manpower Traim‘ng Projects Files
8. Division ang OFice Function - -~ What is the f function of the Division and tha Offlce in whuch thls record series is created?

The Comprehensive Emp1oyment and Training Act Umt is responsible for supervising and
reguiating the operation of training programs in accordance with State and Federal
regulations as prescribed by the Comprehensive Employment and Training Act of 1973 and
the Manpower Developfient Tra1n1ng Act of 1962, as amended.

\

| 7. Record Series Description This file contains the followmg documents (mclude form numbers snd titles, if any):

Attach samples of the fila,

Documents relating to: - Contracts between the Department and local school systems for
~ MDTA training programs.

Included are: MT-1 (Dept of Labor Notification of 0ccupat10na1 Tra1n1ng Need
: with attachments).
MT-2 (Application for Institutional Training under MDTA); 3117, Part B
(Proposed Budget Sheet-with attachment); 3117-1, Part A (Narratwe of
Occupational Training-with attachment); MDT-16 (PY‘OJect Request for
Reimbursement with Supplementary Sheet attached).

File is arranged: Numericall y by project number.

[ : B ST

8. Monthly Refarence Rate ~. How often are records referred to which are:

One to six monthsold - NA > Seven to twelve months oid __NA ___; Thirteen to twenty-four montisoid _ NA .
“twenty-five months andolder ___6. .. )

9, Annual Rate of Accumulatlonofneeords Novoot a

Lemmizé drawers ; Legal-size drawers ——_; Shelves . ___; Other (specify)
1 T “:\ - \ L .“. .

AR=B0-71, Rav.78 . (Over)

TG



F.: - T b &
i vES | NO | 10. Questionnaire __ (Place an "*X” in the proper column) T
| 3. Is this the official copy of the senes? ~ ‘ .
: X If not, where ig it? :
X b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation.
¥y | e \sthisa vitai record?
y_|__d. Does this series have historical or long term research value?
e. When one or two documents in the file maka it necessary to keep the entire file for a long period, could these
NA documents be scheduled separately?
Ryt s thy miqnmaxmmnlamd.m.tbimumzemthMQdLLmh copy,
X ¢ Is'the informatnon contained in this series ever analyzed and/or recorded in 8 summarized report?
If ves. attach coov.
h., Is there a duptication of this saries in your office, or in anather office or agency? partial duplication of serif
X ~ M ym_g? maintained in Manpower Services Division, Ga RDept., of ILabor,
_X | i ls'this saries (or @ maiar portion of it reqularly microfilmed?
X i _i.Does the record series resuit in a computer orintout? : _
= 11. Rstantion Requirements The following requires the series to be kept: ‘ - A
= . State Law e —YeBTS. ‘4. Audit period : years.
% - b, Statuts of limitation = e - years. _ __ e. Administrativeneed . - .years,
= c. Federal law 5 years. after allf. Federal retention instructions ~——years, ,
pu , funds have been reimbursed. ' ‘ " RN
' '."-_ Attach copy or excert of laws or regulations. Explain administrativeneed. .- - .- - .- . T o -
Federal Regulation applicable to training programs under the Manpower Development S
Tr'a1n1ng Act of 1962, Section 160.16.
12. Approved Dlspos}tiori Instructions This agency recommends that the file series be cut off at the end of each: __ T; ]
3 T ‘ Q Calendar Year; O Fuscal Year B Othar —_see below ‘then,
O Hold in the currant files area — . ___ . month(s) e year{s}; then f
O Transfer to local holding area; hold . .. __year(s}; then
- QO Transfer to State Records Center; hold — . - . _..._vyear(s); then
O Destroy.
O Transfer to State Archwes for parmanent retention.
. & Other (Specity) _, ,
Hold in the current files area until, actual cost report is filed on proj ectéfter all
] obligated funds have been reimbursedy;then
5 Transfer to State Records Center; h 1d 5 years, then Destroy
et e _ - - e e S
Thesa instructions apply to alt prior and future accumulations of the series .
Records Management Officer (Signature) Date i
wa%vf @-MWJVW 7//y7é
N State Records Committes gﬁqnatura} Date
Recommendations infara- o T
graph 12 are approved. State Auditor/Designee W ‘7-'].?-—7(
(If disapproved, attach letter = 7 ‘
of explanation.) L Secr%tatemesignee &Ww 7 q(n—&" ' h 7 “'2'7"1

Attorney Ge?eraIIDesignee M ya M | | T 7‘; W ‘ 7!

AR=E0=7T; awﬁfe T - (Reversa Siga) —



-
x i ™~
- STATE . . OFFICE OF BECARTARY OF STATE B - P“GE
OF A ppl jcation for DEPANTKEFT OF ARCEIVES & RISTORY 1
;_ wonn  RECORDS DISPOSITION STANDARD  sscomss memscawure rvivior
4 . ‘PP““““ Date . i'nsrkuqrj_qi.g- ' See separate instructions for eoqpln{onrcf FOR RECORDS MANAGEMENT DIVISION USE
i, ’ T u lx 2 6 1 9 7 3 front and reverses of this form. . S;‘gn original and two copies Date !ecelved Application Wo. ate Co.p““d !

1,{ 2 “Agency .lppllcu.lon o

and forward to Nepartmant of Archives and Nistory, Mhnli'o": JAN 2 2 1‘074! '7Ll 7—'5 JAN 2 4 1974

%" 7301 - " WRecords Management Officar.

3 A—GPIFY Diviwieon, Suhdivieion & Adwinistering Offlce Address 'P‘T"’Y_' to Contart
Manpower Traihing Programs : :
Department of Educatlon, Division of Voc. Educatlon L. E, Nichols
333 State Offlce Blllldlng ‘Unrklng Titie . b.‘rel. n . +
L %ﬁ]agtgl Gegrgia 30334 State Supervisor 656-2547 |l
. —— - - .
T. ION REQUESTED - - ¥ S - :
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE NO FURTHER ACCUMULATION ANTICIPATED.
.Earliest & Latest 9. Exact Series Tltle . Lo oot

Dates of Series

| 1962 - date : Manpower Training_l?_z:ﬂié;:t&jilea B N

L 0. What is the function of the office in which this _:_rjeeord serieS is_created?_

The Manpower Training Division is responsible for supervising and regula.ting the
operation of training programs in accordance with State and Federal regulations
as prescribed by the Manpower Development Training Act of 1962, as amended,
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1. Thls f‘11e contains the followmg documents (1nclude form numbers and tltles, 1f any,
and f:Lle arrangement) o i

1 — ". L=
H

Documents relat;ng to contracts between the department and local school systems’
' for MDTA trammg programs. . -

Included are: MT-1 (Dept. of Labor Not1f1ca.t1on of Occupatmnal Trammg Need with _
st spe -~ = - - attachments) e R - v, “
- L%~ - MT-2 (Application for Institutional Trammg under MDTA) 3117 Part B
(Proposed Budget Sheet-with attachmeént); 311721, Part A {Narrative of
Occupational Training-with attachment); MDT-16 (Project Request for
Reimburs ement with Supplementary Sheet attached).

The file is arranged numencallqv‘ g g t number -
TTAC AME]’L OF THE FILE .
h—_ R A T
‘ l 2 . EQUIPNERT ACCUPTRL . No. af Druwera Cu. Ft. ot Reraords ' '_ . fc. of Drawerns Cu., Pt. of !rcnrdn
: . ~ S : CoT, s T ANNUAL RATE OF ACCUNULATION - . E
Letter-size File Dr;u_e}rls . - ;._-". 12 - 18 cu. ft. M 1 '._-L “1. 5
\ hY i LoD \\ Y .oy . In Offlccil) _In Storage Ares's)
S Yt Lewdl-slse Pile Dravers . A A T g T Y Fioor Space Océupled (Square Feet) - : "
) Y -\.‘ —— N 7";‘ N R B T oN R . I . _JJ
i ] 5 b - ~ .. This Lant Precedingfail Priar
i \ T L Year's Year's Temr'as Years'
A S T . Pans it
N - -~ — -
. ) A\'[FA"E DATLY n:rb:n £e E e '
Voo : R 5 120 |0
. . N - Y T
; Pore: AR-30-T) ° o IR ;‘5__' T s . T ) . N
¢ @ i : ‘ - LY N \\;_ % ) - R [ " :-l ":
? A . -
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. 5 s s st e __3-.
QUESTIONNAIRE Place an "«" in the proper column. If ansvér 1o "YES," pleane enplaln o YES NO
13. Is this the Record Copy of the series? T ' [X] [ ]
1. Ts there a duplication of this series in another office or agency? Y S I
15. Is the information contalned in this series ever summarized or published? D(] T [
Attach copy of sumuary or publication. _
16. Does the seriés contaln classified information requ1r1ng securlty handling‘? 1A X
17. Does the series initiate, a,me_nd or termlnate agency policies a.nd procedures? e x0T ]
18. Could the function be performed if the files were lost or destroyed? X 1
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [] [X
20. Does the record series provide data &s input to an EDP file? N 4
21. Does the record series contain documentation produced as EDP printout? - 011K
22, Has the Federal Government issued instructions governing the retention/dispo- . [X] [ ]
sition of these files‘? o _ 7 o e ap
23, Wlll there be a need for these records 10, 15 years from now'? If yes, what‘? ST X

= - — e mmn S e S [l

L 5o F L uh . IS SR T iy

2k, REQUIREMENTS The following requires the files to be kept 5 ;Jears:

a.[]STATE ©.[]STATUTE OF «c¢.[]AUDIT  d.[JFEDERAL e.[]ADMINISTRATIVE f.[]HISTGRICAL
LAW LIMITATION PERIOD LAW DECTISION - VALUE
(Cite Law, Statute, or other redson for the retention requirement)
Federal Regulation applicable to training programs under the Manpower
Development Training Act of 1962, Section 160.16. (See Attachment)

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each —[]CAIENDAR YEAR  -[3FISCAL YEAR -[]OTHER sthen:

Hold in the current files area C month(s)/__________year(s)
Transfer to [¥] State Records Center [ ] Locel Holding Area; hold__g_ﬂ_year(s)
Destroy, or the reéords fay be destroyed upon notification of completion of Federal
Transfer to State Archives for permanent retention. Tiscal audit which ever is earlier.’J"“
Destroy immediately after cut-off

Other: (speley) T e ‘ s e . .= : R ’ S £ : byt
Records involved in any claim or expenditure which has been quéstioned by the Federal fiscal]
audit shall be further maintained until necessary adJustments have been made and the adjust-{ -
ments have been approved by the Commissioner. oA e

Soe.

~—

S o [ S,

(Indicate brie fly rationale for recommendations above/or write additional remarks):
VR . T S O Ea S

K

%Managemerjvo}fwer (Sigyature) Date OTHER RE UIRED- ANATU
,///,cz y’://nfi(c, ',LJLL#? /Q3 . )’E . QU1 ﬁ yd D.ATE

26. Recommendationsldgency Hea /17631'9‘"’4e
in paragraph 25|LAl Approved Dis;proved
are: Jiate Auditor/Designee

| L1 Apprgye;d [ ] D1sapproved
STATE RECORDS D
COMMITTEE
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ITEM 13

These files originated in this office and are record files for
the projects. : :

ITEM 14

Duplicate files are kept in the HEW Regional Office and local
systems, and State Labor Department,

ITEM 17

As prescribed in changes of the Federal Regulations this series

would initiate, amend or terminate agency policies and procedures.

ITEM 18

Information could be obtained from other agencies holding duplicate
files.

ITEM 20

Reimbursement data is provided to EDP files for accounting purposes.

ITEM 22

See Explanation Item 24,




FEDERAL REGULATION APPLICABLE TO TRAINING PROGRAMS UNDER THE MANPOWER
DEVELOPMENT TRAINING ACT OF 1962

-.lﬁ-

£160.16 Retention of fiscal records. R

(a) Each State agency and each training facility with which
the Commissioner has a State agreement or direct arrangement shall
provide for keeping accessible and intact all records supporting
claims for Federal funds or relating to the gccountability of a
State agency or training facility for expenditure of such funds and
~relating to the expenditure of its share of the costs of providing
training under the Act;

(1) For 5 years after the close of the fiscal year in which
the expenditure was made by the State agency or any public or private
training facility, or

-

k)

) (2) Until the State agency or traiﬂing fépility is notified of
the completion of the Tederal fiscal audit, whichever is earlier.

(b) Ihé records involved in any claim or expenditure which has
been questioned by the Federal fiscal audit shall be further maintained
until necessary adjustments have been made and the adjustments’ have
been approved by the Commissioner.
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